Intermediate Microsoft Word XP

Objective 1: Apply bullets and numbering to lists.

Numbering Bullets
Button Button

Bullets and Numbering
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To Create a Bulleted List from Scratch

1. Click the Bullets button located on the Formatting toolbar.
2. Enter your list items pressing the Enter key after each item.
3. Click the Bullets button again to stop.

To Create a Numbered List from Scratch
1. Click the Numbering button located on the Formatting toolbar.
2. Enter your list items pressing the Enter key after each item.
3. Click the Numbering button again to stop.

To Create a Bulleted or Numbered List from an Existing Block of Text
1. Highlight the block of text that you would like to apply list formatting to.
2. Click either the Bullets or Numbering button on the Formatting toolbar. (A bullet or
number will be placed at the beginning of a new line.)

To Format your Bullets or Numbering

1. Highlight the list for Bullets and Numbering HE

which you would like to
change the bullets or

Bullsted ~ Wumbered | Outling Mumbered |

numbering style. 2 1 3
2. Click Format on the

Menu bar then click Mone ! - !

Bullets and Numbering. 4 3. =
3. Choose either the

Numbered or Bulleted 3 5 3

tab click the style you

like then click OK. + -

a. 5

List numbering

" Restart numbering % Continue previous list Customizs, . |
_reset | o] |

Objective 2: Create AutoText entries.

The AutoText feature allows you to define a word or block of text as a name. When this
name is recalled, Word XP automatically inserts the associated text into the document.

This feature keeps you from keying the same word or group of words more than once.

For instance, instead of typing my entire email address | could create an AutoText entry

that would recognize when | was typing my email and automatically finish the address
for me!
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0 use the AutoText command

1.

2.
3.

4.

Click Tools on the Menu bar then click
AutoCorrect Options.

Click the AutoText tab if necessary.

In the Enter AutoText entries here:
textbox, enter the word or phrase that
you wish to have Word XP complete
automatically as you type it.

Click Add then click OK.

Now when the user gets ready to key the
word or group of words Word XP will
automatically recognize and provide a pop-up
entry. Press the Enter key to Insert;
otherwise, continue typing.

Objective 3: Adding Special Symbols

AutoCorrect EHE
AutoCarreck I AutoFormat As You Type  AuktoText | AutoFarmat I
[V show AutoComplete tip For AutoText and dates
To accept the AutoComplete tip, press Enter
rEnter AutoText entries here:
[ add |
- PAGE - -
@apc j Delete |
Attention: I "
ATTH: nser |
Author, Page #, Date
Best regards, Show Toolbar |
Eest wishes,
(CER-TIFIED MAIL
Clarkston LI
Preview
Lookin:  |All active templates j
[8]4 I Cancel

Word XP allows the user to insert symbols or special characters that are frequently

used in documents. Copyright, trademark, and other graphic elements are just a few
symbols that can be added. There are also international characters and diacritic marks
as well.

To Insert Special Symbols

1.
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Click Insert from
the Menu bar and
then click

Symbol

Symbols | Special Characters |
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insert.
Click on the

AukoCarreck. ..

Shortouk Key. .. |

Shortcut key:

symbol that you
wish to insert, and

Inserk I

Cancel

then click Insert.
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To Insert Special Characters
1. Click Insert from

Symbol EHE
the Menu bar and b
. rribls
then click Z
Charactet: Shorkcuk ke
Symbol.
Em Dash Ak 4+ Chrl+Mlum -
2' Choose the S E Dash trI+Nrn Jr
Specia| Monbreaking Hyphen Chrl+_
- Optional Hyphen Chrl+-

Characters tab. Em Space

. En Space

3. Click on the 1/4 Em 5
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Insert I Cancel |

Objective 4: Reveal formatting codes using Show/Hide and What's This? to help
trouble shoot problems in a document.

Show/Hide
The Show/Hide button on the Standard toolbar will show you where in your document
you have used some standard formatting features such as starting new paragraphs,
tabs, page breaks, etc.
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Show/Hide Button

To Show/Hide Formatting
1. Click the Show/Hide button on the Standard toolbar.
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What'sThis?
What's This? is a Word XP feature that will help you determine what formatting you
have applied to your documents. It gives more detailed information that Show/Hide.

To Use What's This?
1. Click Help on
i3] syllabus? - Microsoft Word [_[2]=
the Menu bar JE“E Edit Wiew Insert Format Tools Table Window Help
then C“Ck J = | =] @' % Thesaurus... | 3 (i \S§| =) Paragraph Formatting

Wh at's JHeadmgl ~ il Hlis & ”? I U &= [P’-aragtraph Style: Icndetnt: dLert 0" Right 0", Keep with next, Level 1
This?. — el

2. Then click on
a piece of
text or area
of your
document
where you
wish to know
what
formatting
has been
applied.
(What's This?
will stay

activated until =
you turn it off.) [P BRSSO mtee N NOCEAR > - L-A-SSEE0E .

3 ) When Press Esc bo dismiss Reveal Formats.
finished, click Help on the Menu bar then click What's This?.

o - ':;—' U . U 0 U Font Formatting

Paragraph Style: Font: Arial, 16 pt, Bold, English (U.5.), Kern at 16 pt
Character Style:

Direct:

pOUR%SYLLABUS

cic 125
Spring, 2002
Tue,, Thu., 8:00-9:15 am

General Course Information

Instru ctor: Trary Hofrickter

Office Hours: 10-11 &M Tuesday and Thmsday
Oither hows by appoirtroent

Office: H-2162

L«fe]w]4

Ho me: 404.298.4979

Objective 5: Create columns in a document and apply formatting to the columns.

Columns in Word XP are powerful, versatile, and easy to apply. They can be applied to
an entire document or to specific areas in a document. They can be adjusted to fit the
needs of user. The user can have multiple columns or single columns and you can
even specify different column widths.

Columns
JD ﬁ'n‘éﬁvlhesaurus...‘}é E$|nvnv %D@;g’ﬁ|m M BS% - @'ﬁ'

Columns
Button
To Use Columns 4‘—|

1. At the beginning of your document, click Columns button on the Standard Toolbar.

2. Use your mouse to highlight the number of columns you want in your document. Once
you have highlighted the appropriate number of columns, click your left mouse button
while still pointing in the highlighted selection.

3. Begin typing at the blinking cursor.

4. Enter text until you have reached the bottom of the column.

5. The text will automatically flow to next column.

Remember you can only click from one column to the next when data has been entered
into each column. You cannot jump from one column to the next if there is no text
present.
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To Insert a Vertical Line between Columns

1. Click Format on the Menu bar Columns HE
then click Columns. Presets

2. Click the Line between check | | p— | p—
box. | % | EE | EEE | E% | EE Cancel |

3. Then click OK.
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Objective 6: Arranging and presenting text in tables.

Tables

Creating a table is just a simple way of adding/creating columns within a document.
Word XP tables consist of vertical columns and horizontal rows that intersect and create
cells. Text as well as numbers can be entered into these cells.

To Create a Table

1. Place the cursor where you wish to insert insetTable K|
the table. Table size
2. Click Table on the Menu bar, point to Insert, Humber of columns: F =
and then click Table. ~
3. Enter the number of columns that you will Humber of rows: B =
need and the number of rows into the AukoFiE hehavior
appropriate boxes. (You can change this later, % Fixed column width: =
if r}ecessary.) ™ autaFit to conkents
g' 'CFIIE:( OK” in the d ¢ ™ autoFit to window
. Table will appear in the document.
6. Begin entering data where the cursor is Tabie format (nione) AutoFamat., |
blinking.
7. To move from cell to cell press the Tab key.
[™ Set as default for new tables
Once you begin to enter data into the table, as oK | cancel
additional rows are need Word XP will

automatically create new rows when you press the Tab Key.

To Insert Columns
1. Highlight the column adjacent to the place of new column.
2. Click Table on the Menu bar, point to Insert, and then click either Columns to the Left
or Columns to the Right.
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To Insert Rows

1. Highlight the row that is relative to the placement of the new row.
2. Click Table on the Menu bar, point to Insert, and then click either Rows Above or

Rows Below.

To Apply Borders to Tables

1.

2.

Click inside the table
to insert the cursor.
Click Format on the
Menu bar then click
either Borders and
Shading. Click the
Borders tab, if
necessary.

Click the Setting
that you prefer, click
to select the border
Style, Color, and
Width.

In the Apply to drop
down list, select
Table.

Click OK.

To Apply Shading to Tables

1.

2.

5.

Click inside the table
to insert the cursor.
Click Format on the
Menu bar then click
either Borders and
Shading. Click the
Shading tab.

Click the Fill color
that you prefer, select
a Pattern if desired.
In the Apply to drop
down list, select
Table.

Click OK.
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Cancel |
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To apply borders or shading to a particular cell in a table, make sure you either highlight the
appropriate cells or insert your cursor into the cell you wish to format. Then follow the
instructions listed above except in the Apply to drop down list, select Cell.
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Objective 7: Format documents using graphics.

Clip Art

Word XP allows you to have access to many different graphic
options. The most popular of these options is inserting
pictures/graphics into documents. By simply clicking the mouse, you
can insert a picture from the Word XP ClipArt Gallery into any
document that is being created. Word XP has hundreds of different
clip art images available.

To Insert Clipart

1. Position the cursor in the place where the clip art should
appear.

2. Click Insert on the Menu bar, point to Picture, and then click
Clip Art. From the Insert Clip Art menu, type the desired
category in the Search For textbox. (For example, animal,
business; etc.)

3. Click the ClipArt picture that you would like to insert.

Pictures
Inserting pictures into a

@ o Inserk Clip Ark i

Search For

Search bext:

|Fr0g

ISearch I | Restore

Dther Search Options

Search in:

[ 2l collections [~]

Results should be:

|."—\.II media Fils types | vl

{H] Clip Organizer...
&3 Clips Online
Tips For Finding Clips

Word XP document can refer to pictures or images that you have created in a graphical editor
such as Photoshop, things you have scanned, or images you have saved off of the Web.

To Insert Pictures
1. Position the cursor in the

Insert Picture

Look in:

I 23 Intword

j "|®X@vho|§v

place where the picture
should appear.

2. Click Insert on the Menu
bar, point to Picture,
and then click From
File.

3. Use the Look in drop
down list to locate the
picture. Click the name
of the picture.

4. Click Insert.

g lisks

g showhide

FET FICTFES TS Bt e

RBECOEM DY - @y

File name: ||

Files of bype: [ all Pictures

Cancel

Insert |~ I

Led Led
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Word XP Art

Word XP Art is included with the Word XP software. It is used to create dramatically shaped headlines
and logos in documents. It makes built-in shapes accessible to you. You can curve, flare, arch, and
round text as desired.

JD[ﬂWv[ﬁ&E%G} AutoShapes « ™, \I:IDk -F-A-EEERAl
’ﬁsert WordArt Button
To Insert Word XP Art

1. Position the cursor in the WordArt Gallery HE
place where the Word XP Art -l
should appear. — -

2. Click the Insert Word XP Art TiemdArt ﬂoﬂlﬂt worda,, (Wordhrl [Wordart H w
button on the Drawing :
toolbar. N T STUETIN F_— _ 7

3. Click the WordArt style that ryOIT AT “‘UFLLJ&N WordArt [Word2 e |Wiordfiet 2
you like best. Then click OK. - - T

4. Enter the text, apply WordAr | wioinn | Wardhet [Worg A '
appropriate formatting, then

lick OK. IR , T
clic WordArt (WorGAre [ Wordbot | Wil (oospdi] ¢ *°
m’w’ S| 5
[8]4 I Cancel |

To Move Images Around
1. Click once on the clipart/picture/wordart to select it.
2. Position your mouse in the center of the image.
3. Your mouse pointer will change to a 4-way arrow.
4. Hold down your left mouse button and drag the image to the desired location. Release
the left mouse button.

Objective 8: Perform mail merges to create form letters and envelopes.

Mail Merge.

The mail merge feature that Word XP offers is an invaluable tool that allows you to
incorporate data records into any type of document (such as form letters, envelopes,
and labels). Mail merge allows you to merge from other programs and includes a step-
by-step guided process in creating your own data source (including data in Excel
spreadsheets and Access databases) and main document.

The basic steps for creating a form letter are as follows:

Create the main document or form letter.

Select a Recipient list (data source).

Insert merge fields into the main document or form letter.
Merge the form letter and data source together.

Preview your letters

Print or save the resulting letters.

o ghAwhrE
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Main

The main document (in this case a form letter) is what
you will actually be mailing to people. To complete the
merge Word XP will use the fields that you will create

Documents

in the data source to produce your letter or whatever
type of document you are creating. (including

envel

opes, nametags, etc.)

To Create a Form Letter Main Document

1.
2.

3.
4.

Start with your form letter opened

Click Tools on the Menu bar then click
Letters/Mailings, then Mail Merge Wizard.
Step 1: Select Document Type, click Next.
Step 2: Click Use the Current Document, Click
Next

Recipient List (Data Source)

<= = rlail Merge - =<

=T | E docurnment Ey e

wwhat Eype of documenkt are o
vaorkimng omnF

T Letters

e  E-mnail messaass
L  Envvelopes

i Labels

T Direckorss

Lebtbers

Send l=kkser=s Eo a group oF peopl=.
vou can personalize Ehe l=EbE=r Ehak
=ach person receives.

lick Mexkt bo conkbinue.
Stepy 1 of &

= Mlesxk: Starking document

The Recipient list is simply a list of all the data: names, addresses, etc. that you will
include in your merge. It contains all the variable information for eventual insertion into
the document.

Step 3:_Select Recipients (Data Source)

1. Click Type a new list from the Select recipients
Mail Merge Wizard dialog box.

2. Click Create from the Type a new list section.

3. Click Customize to select the field names to
delete and add field names that are necessary.
Click OK.

4. Enter your data in the form window. Click New
Entry to continue entering a new name. Click
Close when finished.

5. Give your data source a name and choose where
to save the data source. Click Save.

21

Lockin: [ My Daka Sources i [ @& ¥ O E - Toos-

%momect to Mew Data Source,odci

ﬁ] [&l+New SQL Server Cannection.ode

Histary

Iy Documents

i

Favarites

=
= File name: I j New Saurce. . Cpen

Moy Metworl,
Places Files of kype: IAII Data Sources (*.ode;*.mdb; *‘mde,“j Cancel
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Merge Fields

Step 4: To Insert Merge Fields into the Main Document flinsert Merge Freta 21y
!FOI’m Let'[el’! Inserk:
1. Place your cursor in the appropriate place in the £ Beliness Riclds £ Lataiaer Rl
document. Then from the Mail Merge toolbar, click e

More Items. From the drop down list select the S
appropriate field, Click Insert, and Close. S Ly
. Fess L!ne 1
2. Repeat this process throughout the document. Qddressitine 2
Remember to position your cursor in the correct location [tz
before inserting the merge field. Sl -
whork Phone
E-mail address
Step 5: Preview your Merged Document (Form Letter) _I
. . h Fields... |
1. View the merged document. Click on the advance S EE T EEl [Eessi)
button to preview additional recipient letters. Click Next.
Complete the Merge
< = pdail HMerge T
After previewing your letters, Mail Merge is ready to produce your Complete the merge
Fail Merge is ready o produce
|etterS wour lekbers,
To personalize ywour lektters, click
"Edit Individual Letters."_This waill
Step 6: Complete the Merge ?ni‘?geaﬁ”..:]&’ei'EF#E?Q?”TE'L{ES;sh
1. Be sure to print, save, or edit the new document that opens e o SEE SR Eas
up with your merged form letters. Merge
Ba Prink...

T~ Edit individual letkers. ..

A similar process can be used to create and print address labels,
envelopes, nametags, etc.

Step &6 of 6

< Previous: Prewvieve wour letkers
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